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At a Genera! Session of the INTERSTATE COMMERCE COM
MISSION, held at its office in Washington, D. C., on the 3rd day of
November, 1919.
The matter of the determination of the operating, accounting, and
financial papers, records, books, blanks, tickets, stubs, and docu
ments of telephone, telegraph, and cable companies (including wire
less companies) which may, after a reasonable time, be destroyed
being under consideration, the following order was entered:
It is ordered, That the Regulations to Govern the Destruction of
Records of Telephone, Telegraph, and Cable Companies (including
wireless companies), Issue of 1920, a copy of which is now before
this Commission, be, and they hereby are, approved; that a copy
thereof duly authenticated by the Secretary of the Commission be
filed in its archives, and a second copy thereof, in like manner
authenticated, be filed in the office of the Bureau of Carriers’ Ac
counts; and that each of said copies so authenticated and filed shall
be deemed an original record thereof.
It is further ordered, That the said Regulations be, and they hereby
are, prescribed for the use of telephone, telegraph, and cable com
panies (including wireless companies) subject to the provisions of the
Act to Regulate Commerce as amended, in the destruction of their
accounts, records, and memoranda; and that a copy of the said
Regulations be sent to each and every such carrier and to each and
every receiver or operating trustee of any such carrier.
It is further ordered, That each and every such carrier, and each
and every receiver or operating trustee of any such carrier, be, and
hereby is, permitted to destroy the accounts, records, and memoranda
named or described in the said Regulations, after preserving the
same for the periods of time respectively specified and upon com
plying with the requirements of the Regulations.
It is further ordered, That all accounts, records, and memoranda of
such carriers, other than those the destruction of which is permitted
in the said Regulations, shall remain under the prohibition of destruc
tion contained in section 20 of the Act to Regulate Commerce, as
amended: Provided, however, That in case any such carrier desires
to destroy any accounts, records, or memoranda other than those
hereinafter named it may petition the Commission to that effect,
exhibiting a full and detailed description of the accounts, records,
or memoranda in question, clearly explaining their character, their
use, and their purpose; it being understood that any order entered
by the Commission on any such petition shall, unless otherwise pro5
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vided, b e limited in its force and effect to the particular carrier
presenting such petition.
It is further ordered, That the said Regulations to Govern the
Destruction of Records of Telephone, Telegraph, and Cable Com
panies (including wireless companies), Issue of 1920, shall become
effective on January 1, 1920, and that this order shall supersede and
cancel the order of January 1 2 , 1914, in the matter of the destruction
of records of telephone, telegraph, and cable companies (including
wireless companies).
By the Commission.
[ s e a l.]
G e o r g e B. M c G i n t y ,
Secretary.

SPECIAL NOTICE.

The following extract from section 20 of the Act to Regulate Com
merce is here quoted for convenient reference thereto by carriers:
Any person who shall w illfully make any false entry in th e accounts of any book of
accounts or in any record or m em oranda k ep t by a carrier, or who shall w illfully
destroy, m utilate, alter, or b y any other means or device falsify th e record of any such
account, record, or mem oranda, or who shall w illfully neglect or fail to m ake full,
true, and correct entries in such accounts, records, or m em oranda of all facts and
transactions appertaining to th e carrier’s business, or shall keep any other accounts,
records, or m em oranda than those prescribed or approved b y th e Commission, shall
be deemed guilty of a misdemeanor, and shall be subject, upon conviction in any
court of the U nited States of com petent jurisdiction, to a fine of n o t less th an one
thousand dollars nor more th an five thousand dollars or im prisonm ent for a term n o t
less than one year nor more th an three years, or both such fine and im prisonm ent:
Provided, T hat th e Commission m ay in its discretion issue orders specifying such
operating, accounting, or financial papers, records, books, blanks, tickets, stubs, or
docum ents of carriers which m ay, after a reasonable tim e, be destroyed, and pre
scribing the length of tim e such books, papers, or docum ents shall be preserved.

The regulations set forth in this order pertain only to the accounts,
records, and memoranda named or described herein. All accounts,
records, and memoranda not indicated in the regulations remain
under the prohibition of destruction contained in section 20 of the
act.
The rules contained herein, in brief, require:
(а) The appointment of an officer to have general supervision of
destruction and the filing with the Commission of a copy of the
resolution or order making such appointment. (Pars. 2 to 5, inclu
sive.)
(b) A written authority by the officer having general supervision
of destruction to the person who is to perform the actual physical
destruction. (Pars. 7 to 9, inclusive.)
(c) A certificate of destruction to be made by the person perform
ing the actual physical destruction. (Pars. 10 to 14, inclusive.)
(d) A statement listing records accidentally destroyed and the
filing with the Commission of a copy of such statement. (Par. 18.)
The following exceptions to the above requirements are provided
for:
(a) Retired securities may be destroyed by a committee designated
by the board of directors after a copy of the resolution naming
such committee is filed with the Commission. (Par. 6.)
7
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(b) No written authority or certificate of destruction is required
for the destruction of the “ duplicate copies” provided for in item
127. (Par. 19.)
(c) No certificate of destruction is required for records carrying
an “optional” period of retention other than retired securities pro
vided for in item 16. (Par. 14.)
It is not intended that these regulations shall be interpreted as
requiring that the records herein named shall be installed, when such
records are not already kept by a carrier.
Carriers which, prior to January 1, 1920, shall have filed resolu
tions designating persons to have authority over the destruction of
records, in compliance with previous orders of the Interstate Com
merce Commission in the matter of the destruction of records of
telephone, telegraph, and cable companies, are not required to file
additional resolutions, if those already filed comply with the regula
tions herein issued.

REGULATIONS TO GOVERN THE DESTRUCTION OP
RECORDS OF TELEPHONE, TELEGRAPH, AND CABLE
COMPANIES (INCLUDING WIRELESS COMPANIES).
Destruction authorized.
1. Carriers may destroy the accounts, records, and memoranda
named in paragraph 20 (other than those marked “ permanently” )
at their option after having preserved them for the specified periods
of time and upon complying with the requirements of these regu
lations.
Officer having supervision of destruction.
2. Supervision of the destruction of accounts, records, and memo
randa shall be assigned to an officer appointed by the board of di
rectors or, if the carrier’s organization shall require it, to two officers
so appointed. Such officer or officers may be given (a) general super
vision of the destruction of all accounts, records, and memoranda the
destruction of which is permitted by these regulations, or (b) author
ity over the destruction of such of these accounts, records, and
memoranda as may be specified by the board of directors. A copy
of the resolution of appointment shall be filed with the Commission
before the destruction of any of the accounts, records, or memoranda
involved. Pending action by the board of directors, an appointment
by an executive committee, or by a similarly authorized committee
of the board of directors, shall have the same effect as if made by the
board of directors.
3. If the property of a carrier is in the hands of a receiver or oper
ating trustee, the officer or officers to have supervision of the destruc
tion of accounts, records, and memoranda shall be designated by the
receiver or trustee. A copy of the order of the receiver or trustee
designating such officer or officers shall be filed with the Commission
before the destruction of any of the accounts, records, or memoranda
involved.
4. If the property is operated by an individual, firm, copartnership,
or association, the head of the concern shall designate the person to
have charge of the destruction of records and, if it is desired, may so
designate himself. A copy of the order designating such person shall
be filed with the Commission before the destruction of any of the
accounts, records, or memoranda involved.
5. In designating an officer to have general supervision of the de
struction of accounts, records, and memoranda it would be preferable
15269°—19----- 2
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to designate by title only, rather than by name and title, and thus
obviate the necessity of filing a new resolution each time a successor
in the office is appointed.
Committee for destruction of certain records.
6. At the option of the carrier the board of directors may from
time to time name a committee to destroy canceled stock certificates,
bonds, or other records covered by item 16 of paragraph 20 in lieu of
delegating the authority for the destruction to an officer, as provided
in paragraph 2. A copy of the resolution of the board of directors
naming such committee shall be filed with the Commission before the
destruction of any of the records involved.
Written authority of officer having supervision of destruction.
7. When any accounts, records, or memoranda are to be destroyed,
an officer having supervision of the destruction of accounts, records,
and memoranda (as designated in compliance with paragraphs 2, 3,
or 4) shall issue a written authority designating by name and
title or by title or occupation the person or persons by whom the
accounts, records, or memoranda are to be destroyed (except as
provided for in paragraph 19).
8. The written authority (a) may be confined to certain accounts,
records, and memoranda which have been retained for the periods of
time specified in these regulations and which the carrier then desires
to destroy, in which case it shall indicate—
First. The accounts, records, or memoranda to be destroyed, ex
pressed either in form numbers or by descriptive titles; and,
Second. The period or periods covered by the accounts, records, or
memoranda the destruction of which is authorized—
or (b) may be of continuing effect, applying to any or all the accounts,
records, and memoranda named herein as the periods of retention of
such accounts, records, or memoranda attain the limits specified herein.
9. Such written authority, or a certified copy thereof, shall be filed
in the office of the issuing officer as a permanent part of the carrier’s
records. It is not required at present that copies of the written
authorities be filed with the Commission.
Certificates of destruction.
10. The person or persons upon whom devolves the duty of the
direct supervision of the destruction of the accounts, records, or
memoranda under the authority referred to in paragraph 8(a) shall
make certificate (except as provided for in paragraphs 14 and 19)
Retting forth that the accounts, records, or memoranda listed in the
said authority have been destroyed and that no other accounts,
records, or memoranda than those so listed have been destroyed
therewith.
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11. If an authority as referred to in paragraph 8 (b) is given, a
certificate of destruction shall be made by the person or persons upon
whom devolves the duty of direct supervision of destruction (except
as provided for in paragraphs 14 and 19) listing either by form num
bers or descriptive titles the accounts, records, and memoranda de
stroyed, naming the period or periods covered by the accounts, rec
ords, and memoranda and stating that no other accounts, records, or
memoranda than those so listed have been destroyed therewith.
Either (a) separate certificates shall be made each time any accounts,
records, or memoranda are destroyed, or (b) cumulative certificates
shall be made with entries each time any accounts, records, or
memoranda are destroyed.
12. When any records covered by item 16 of paragraph 20 are
destroyed, a certificate of destruction giving full descriptive reference
to the documents destroyed shall be made by the person or persons
authorized to perform such destruction and shall be retained perma
nently by the carrier. When documents represent debt secured by
mortgage, the certificates of destruction shall also be authenticated
by representatives of the trustees acting in conjunction with the
person or persons destroying the documents or shall have the trustees’
acceptance thereon.
13. Certificates of destruction shall be forwarded promptly to the
officer having supervision of the destruction of accounts, records, and
memoranda, who issued the written authority, and shall be retained
in his office as a permanent part of the carrier’s records. In case
cumulative certificates are made they shall be forwarded to such
officer periodically, but at least once every six months. It is not
required at present that copies of the certificates of destruction be
filed with the Commission.
14. Certificates of destruction need not be made for accounts, rec
ords, and memoranda, with the exception of retired securities referred
to in paragraph 12, the destruction of which, in the list in paragraph
20 hereof, is made optional with the carrier, but a written authority,
either for specific records or of continuing effect (except as provided
for in paragraph 19), shall be issued by the officer having supervision
of the destruction of such accounts, records, and memoranda.
Joint agencies.
15. These regulations apply also to the destruction of accounts,
records, and memoranda of traffic associations and other joint bureaus
and agencies maintained by or on behalf of telephone, telegraph, and
cable companies (including wireless companies). The manager, chair
man, or other officer in charge of the association, bureau, etc., may be
delegated by the designated officer of each of the carriers forming the
association to have supervision of the destruction of accounts, records,
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and memoranda of the association, etc., and in that event he shall
issue all authorities for such destruction, and certificates of destruc
tion shall be filed with him. Otherwise, a written authority for the
destruction of accounts, records, and memoranda shall be secured
from the proper officer of the member camel’s concerned and a certifi
cate of destruction shall be filed with each such officer.
N o te .—R ecords of in terlin e business conducted over th e lines of two or more com
panies should n o t be confused w ith the records of so-called joint agencies. A joint
agency as referred to in th e above paragraph contem plates a separate organzation or
association, w ith officers or employees d istin ct from those of th e operating com pany
and not agencies or offices m aintained jo in tly by two or more seperate companies for
operating efficiency.

Nonoperating companies.
16. A company owning or controlling telephone, telegraph, or cable
plants, whether wire or wireless, which it does not operate but which
it leases to others for operating purposes shall observe these regula
tions in case it desires to destroy any of its corporate or financial
accounts, records, or memoranda.
Method of destruction.
17. The precise method of the destruction of accounts, records, or
memoranda is not prescribed. The Commission is not concerned
with the method of destruction, whether by fire, sale, or otherwise,
so long as the destruction is authorized and a certificate of destruc
tion is filed as required by these regulations. If the accounts, rec
ords, or memoranda are not actually destroyed by the carrier but
are disposed of by sale or otherwise, the certificate of destruction
shall so state.
Accidental destruction of accounts, records, and memoranda.
18. If any accounts, records, or memoranda are destroyed acci
dentally by fire, flood, or other calamity, a statement shall be pre
pared listing, as far as may be possible, the records destroyed, and
detailing the circumstances in connection with the fire or other
calamity. This statement shall be authenticated by an officer or
some responsible employee of the company and shall be filed with
the officer having supervision of the destruction of accounts, records,
and memoranda. A copy of the statement shall be filed promptly
with the Commission.
Duplicate accounts, records, and memoranda.
19. Provision is made in item 127 of paragraph 20 for the optional
destruction of duplicate copies of accounts, records, and memoranda
when such copies are not specifically provided for elsewhere in these
regulations and when they contain no information not shown on the
originals. In destroying such copies carriers may dispense with the
written authorities and the certificates of destruction. The originals
(or one true copy) shall be retained for the respective periods named
for such records in the regulations.
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List of accounts, records, and memoranda, and periods of retention.
20.
The following is the list of accounts, records, and memoranda of
telephone, telegraph, and cable companies (including wireless compa
nies) specifically referred to by the regulations embodied in paragraph 1.
The classification of accounts, records, and memoranda enumerated
below under the various general headings is merely for convenient
reference and is more or less arbitrary. The regulations are intended
to apply to the items as named or described, regardless of the classi
fication and regardless of where filed. Of the accounts, records, and
memoranda which are to be retained permanently only the more
important are indicated in the list, such specific mention being made
so that they may not be confused with any accounts, records, or
memoranda which the carrier is hereby given permission to destroy.
Description of accounts, etc.

Period to be retained.

GENERAL AND FINANCIAL.

1. Ledgers:
(a) General and auxiliary ledgers and indexes
thereto, except subscribers’ and other ledgers
provided for in items below.
(6) Balance sheets of general ledgers...........................
(c) Trial balance sheets of general and auxiliary
ledgers.
( d) Subscribers’ and pay station ledgers and other
records used in lieu thereof.
(e) Customers’ ledgers at local telegraph offices, local
cable offices, local wireless offices, and other
agencies.
(f ) Trial balance sheets of ledgers covered by items
(d) and (e) above.
2. Records of securities owned:
Records of securities owned, in treasury, or with
custodians.
3. Journals:
General and auxiliary journals......................................
4. Cash books:
(a) Treasurers’ and auditors’ general cash books and
auxiliary cash books subsidiary to the general
cash books.
( b) Other auxiliary cash books....................................
(c) Cash books at telephone exchanges, telegraph
and cable and wireless offices, and other
agencies.

Permanently.
Permanently.
Permanently.
3 years.
3 years.
3 years.
Permanently.
Permanently.
Permanently.
3 years.
3 years.

N ote.—If any receipts or payments are entered in the aggregate
in cash books and are detailed only on loose sheets, such loose
sheets constitute an auxiliary cash book when no other perma
nent record of the items thereon is made.

5. Capital stock records:
(a) Capital stock ledgers................................................
( b ) Records or stubs of capital stock certificates........
(c) Stock transfer registers.............................................
(d ) Memoranda and bills of sale or of transfer of capi
tal stock.
(e) Capital stock subscription notices and requests.
for allotment.
(f) Canceled capital stock certificates.................... .
6. Bond records:
(a) Registered bond ledgers..........................................
(6) Records or stubs of bonds........................................

Permanently.
Permanently.
Permanently.
3 years.
1 year.
See item 16.
Permanently.
Permanently.
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Description of accounts, etc.

Period to be retained.

GENERAL AND FINANCIAL—continued.
6. B ond records—Continued.
(e) Memoranda and bills of sale or of transfer of
registered bonds.
(d) F und ed d e b t subscription notices and requests
for allotm ent.
(e) Records of in terest coupons, p aid and u n p a id ..
(f) Canceled bonds and p aid in terest coupons..........
7. Copies of applications to and authorities from regulat
ing bodies for th e issuance of stocks, bonds, and
other securities. (See item 110e.)
8. Proxies and voting lists:
(a) Proxies of holders of voting securities....................
(5) L ists of holders of voting securities presented at
m eetings.
9. Journal entries:
(a) Journal entries and in terdepartm ental bills and
supporting papers.
(b) Slips or statem ents giving advance postings of
miscellaneous receipts and paym ents of funds.
(c) Records of prepaid expenses and of accrued lia
b ilities n o t due, used for m onthly apportion
m en t of such item s, b u t not constituting sup
porting papers covered b y item (a) above.
10. A ccounts receivable records:
(a) R ecord or register of accounts receivable bills
except as covered in item s 1 (d) and (e) and
indexes thereto, an d sum m aries of distribution
of credits through bills for e n try in general
books.
(b) A ccounting dep artm en t copies of bills issued and
supporting papers w hich do n o t accom pany
th e original bills, except b ills for service cov
ered by item 41 (b) and (e), if recorded in rec
ords covered b y item (a) above. (See item 20.)
(c) A uthorizations for accounts receivable bills,
other th a n supporting papers, w ith notations
of dates of issue.
(d) Record or index of bills to b e issued w ith nota
tions of dates of issue.
(e) Periodical statem ents of unsettled accounts, ex
cept trial balance sheets.
11. M inute books:
M inute books of stockholders’, directors’, and d i
rectors’ executive com m ittee a n d other meetings.
12. Codes:
(a) General codes (official copies)..................................
(b) Money transfer service, and sim ilar codes (offi
cial copies).
13. T itles and franchises:
Deeds and other title papers and franchises..................
14. Contracts and agreements:
(a) Contracts, leases, and agreements, except those
provided for in item s 18, 20, 71, and 80.
(b) Contracts and agreements w ith employees for
th e purchase of securities; and reports and
m em oranda pertaining thereto.
(c) Card or book records of contracts, leases, and agree
m ents made and of expirations and renewals.
(d) Summaries and abstracts of contracts, leases, and
agreem ents covered by item s (a) and (b) above.
15. Perm its:
(a) Perm its and granted applications for th e use of
facilities of others.

3 years.
1 year.
7 years.
See item 16.
P erm anently.

2 years.
6 years.
P erm anently.
1 year after current year.
1 year after current year.

P erm anently.

6 years.

3 years.
Optional.
O ptional.
Perm anently.
P erm anently.
6 years after cancella
tion.
P erm anently.
6 years after expiration
or cancellation.
6 years after expiration
or cancellation.
6 years after expiration
or cancellation.
Optional.
3 years after expiration
or cancellation.
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Description of accounts, etc.

general and

f in a n c ia l —

Period to be retained.

c o n tin u e d .

15. Perm its—Continued.
(b) Copies of perm its and applications granted others
for th e use of th e carrier’s facilities.
(c) A pplications for th e use of facilities not granted
and copies of such applications.
(d) Perm its of a tem porary n ature, from m unicipal
or other bodies to perform specific work, such
as perm its to open streets and place poles and
copies of petitions for such perm its.
16. R etired securities:
Canceled stock certificates, bonds, notes, interest
coupons, receiver’s certificates, and tem porary
certificates.
17. F id elity bonds:
Records and files of fidelity bonds of employees
18. Insurance records:
(a) Schedules of fire and other insurance, also rec
ords relating to prem ium s and am ounts recov
ered and papers substantiating claims against
insurance companies.
(b) Fire, liability , autom obile, and other insurance
policies.
(c) Record of policies in force and notices of changes
in and cancellation of such policies.
(d) Inspectors’ reports and records of condition of
property.
(e) L etter, telegraphic or wireless reports of fire
damages.
(f ) R eports of minor losses b y fire not covered by in 
surance or less th an m inim um am ount collect
ible.
(g) W atchm en’s reports and other m inor reports and
mem oranda p ertaining to insurance and dam 
age.
(h) Records and statem ents relating to insurance re
quirem ents.
19. Tax records:
Copies of schedules and returns to tax in g author
ities for tax purposes and records of appeals.
20. P lan t and equipm ent (fixed capital) records:
(a) Records and m em oranda of th e cost and of th e
inventory value of p la n t and equipm ent.
(b) Records and mem oranda pertaining to deprecia
tion, retirem ent, and replacem ents of plan t
and equipm ent.
(c) Contracts and other agreem ents relating to th e
construction, acquisition, or sale of p lan t and
equipm ent.
(d) Records, reports, sum m ary sheets, statem ents,
distribution sheets, and sim ilar records and
papers d irectly supporting debits and credits
to plan t and equipm ent accounts.
(e) Records, reports, and papers pertaining to th e
detail of debits and credits to p lan t and equip
m ent accounts such as tim e tickets, tim e
check rolls, w orkm en’s reports, work orders,
m aterial disbursem ent and recovery tickets,
and other prelim inary and underlying records
if th e details of such d eb its and credits have
been sum m arized to records covered b y item s
(a) to (d) above in such a m anner as will pre
serve a com plete record of th e transaction.

3 years after expiration
or cancellation.
Optional.
O ptional.

May be destroyed a t
option of carriers upon
complying w ith re
quirem ents of para
graph 12.
3 years after expiration.
6 years.

Optional.
3 years after expiration.
3 years.
O ptional.
Optional.
Optional.
Optional.
6 years.
Perm anently.
P erm anently,
P erm anently.
P erm anently.

3 years.
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Description of accounts, etc.
general

and

f i n a n o ia l —

Period to be retained.

c o n tin u e d .

20. P la n t and equipm ent (fixed capital) records—Contd.
(f ) Book or card records, showing measurem ents,
description, location, quantities, etc., of phys
ical p lan t and eq u ip m en t owned.

P erm anently.

N ote.—All accounts, records, and memoranda requisite for
making a complete analysis of cost of plant and equipment
shall be retained permanently. If any of the accounts, records,
and memoranda, elsewhere provided for in these regulations,
are of this character, they shall be retained permanently re
gardless of any lesser period of retention assigned to them.

21. A uthorities for expenditures:
(a) E stim ates, com pletion reports, and authorities
for expenditures, and registers an d records
thereof, for construction, extensions, additions,
and betterm ents made.
(b) D etail records and m em oranda used in prepara
tion of estim ates and m inor reports and state
m ents pertaining thereto, if sum m arized in
records covered b y item (a) above.
(c) Estim ates, d etail records, and m em oranda and
reports pertaining thereto, w hen th e expendi
tures were no t authorized, e x cep t as covered
b y item 22.
(d) Records, reports, and statem ents showing com
parison betw een authorized estim ates and
actual expenditures.
(e) Notices of th e approval of estim ates.....................
(f ) Records and reports p ertaining to th e progress
of construction work, th e order in w hich jobs
are to be com pleted, orders to exp ed ite spe
cific work, reports and statem ents of com
pleted and uncom pleted work orders, and
sim ilar records w hich do n o t form a basis of
charges or credits to th e accounts.
22. E ngineering records:
(a) Maps, profiles, plans, specifications, estim ates
of work, records of engineering studies, u n it
costs, and sim ilar records pertaining to projects
w hich have been p u t in to execution, w hether
in whole or in part.
(b) Maps, profiles, plans, specifications, estim ates
of work, record s of engineering studies, and
sim ilar records pertaining to projects w hich
have been abandoned.
23. Traveling accountants’ and auditors’ reports:
(a) R eports of exam inations and au d its b y special
accountants and traveling auditors.
(b) R eports and records of in cid en tal and miscel
laneous audits.
24. Division auditors’ reports:
R eports and statem ents from division auditors of
revenues, expenses, receipts, disbursem ents
operations, and sim ilar item s.

P erm anently.

3 years.

O ptional.

Perm anently.
Optional.
O ptional.

Perm anently.

6 years.

3 years.
O ptional.
For th e period prescribed
for th e records to
w hich th ey pertain.

TREASURY.

30. Statem ents of funds a n d deposits:
(a) Statem ents and sum maries of balances on hand
and w ith depositaries.
(b) A uthorities for and statem ents of transfer of
funds from one depositary to another.
(c) Periodical statem ents of working cash balances.

3 years.
3 years.
3 years.
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30. S tatem ents of funds and deposits—Continued.
(d) R equisitions and receipts for funds furnished
managers, agents, and others.

31.

32.

33.

84.
35.

May be destroyed a t op
tion of carrier after
funds have been re
turned or accounted
for.
(e) R eports and estim ates of working funds re q u ired . Optional.
(f ) Statem ents of managers’ and agents’ deposits, 3 years.
grouped by depositaries.
Records of deposits w ith banks and others:
(a) Statem ents from depositaries regarding funds 3 years.
received, disbursed, and transferred.
(b) B ank reconcilem ent papers..................................... 3 years.
(c) Statem ents from banks of interest due on average 3 years.
daily balances.
(d) B ank deposit books and stubs, ledgers, or rec 6 years.
ords of checks.
(e) Copies of bank deposit slips..................................... 3 years.
(f ) A dvice of deposits m ade, w hen inform ation O ptional.
contained thereon is shown on other records
w hich are retained.
(g) Correspondence and mem oranda relating to th e 6 years.
stopping of paym ent of bank checks and to th e
issuance of duplicates.
Records of receipts and disbursem ents:
(a ) D aily or other periodical statem ents of th e re 3 years.
ceip t and disbursem ent of funds. (See note,
item 4.).
(b) Records or periodical statem ents of outstanding 6 years.
vouchers, checks, drafts, etc., issued and not
presented.
(c) Cash rem ittance slips or reports of managers and 3 years.
agents and general office summaries thereof.
(d) Voucher lists, showing m ailing dates and to O ptional.
whom sent.
Managers’ and agents’ balances:
R ecords of m anagers’ and agents’ accounts showing 3 years.
working fund deb its and credits from various
sources.
Field cashiers’ balances:
R eports of working fund balances in hands of field 3 years.
cashiers.
Records pertaining to verifications of treasurers’ cash 3 years.
or securities.
REVENUES.

40. R evenue summaries:
(a) Records and sum maries of revenues (by classes)
for entry in general books.
(b) R eports from managers, agents, and others show
ing debits and credits to revenue from all
sources, and summaries of such reports.
(c) Statem ents and sum m aries of telephone or wire
less message toll charge tickets and telegram
or cable charge tickets, if sum m arized into
records covered b y item (a) or (b) above.
41. Collection reports and records:
(a) Item ized lists an d summaries of collections of
operating revenues b y agents, collectors, and
branch offices.
15269°—19----- 3

6 years.
3 years .
1 year.

3 years.
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42.
43.

44.

45.

46.

47.

49.

Period to be retained.
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Collection reports and records—Continued.
(b) B ill stubs, copies of bills, collection tickets, col
lection books, and oth er forms of reporting col
lections covered by item (a) above.
(c) B ill stubs, copies of bills, and statem ents of col
lections of operating revenues not used for re
porting collections covered b y item (a) above.
(d) Statem ents and reports of am ounts collected or.
due from employees for meals furnished.
(e) Records of coin box collection books, coin box
combinations, seals applied and removed from
coin boxes, and sim ilar records, and reports
relative to th e collection of operating reve
nues.
(f ) Records of ratings, credit classification and in 
vestigations of patrons and prospective sub
scribers.
(g) Reports relating to th e status of subscribers’
and customers’ accounts.
R em ittances and deposits:
Local office records of rem ittances and deposits........
A djustm ents w ith agents:
D etail records and reports of adjustm ents w ith m an
agers, agents, and other employees on account
of revenue, disbursem ents, or other items,
Subscribers’ and custom ers’ account adjustm ents:
D etail records of adjustm ents of accounts of sub
scribers and other customers for overcharges,
undercharges, and other errors, results of which
have been transcribed to records covered by
item 40.
Settlem ents w ith telephone, telegraph, cable, and
wireless companies:
(а) Records pertaining to settlem ent of revenues and
other charges w ith telephone, telegraph, cable,
and wireless companies by officers, managers,
and agents.
(b) Statem ents, summaries, and m em oranda per
taining to th e m onthly record of inter-com pany
business if sum marized in records covered by
item (a) above.
Settlem ents w ith transportation companies:
(a ) M onthly, annual, or other periodical settlem ents
w ith transportation companies m ade in accord
ance w ith contracts or agreements.
(b) R eports of receipts and expenditures a t offices
on lines of transportation companies.
Check and error records of messages:
Check records, check reports, error notices, error
statem ents, and other records of telephone, tele
graph, cable, and wireless messages pertaining to
th e checking of messages betw een offices.
48.U ncollectible accounts:
R ecords and reports pertaining to uncollectible ac
counts, including authorities for w riting off th e
am ounts of such accounts.
Allowances for service irregularities:
Summ aries b y accounting classification of allow
ances to subscribers and agents on account of serv
ice interruption, stoppage, and other irregulari
ties of service.

1 year.
O ptional.
Optional.
O ptional.

1 year.
Optional.
3 years.
3 years.

3 years.

6 years.

6 m onths.

6 years.
6 years.
Optional.

6 years.

G years.
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50. Subscribers’ ledger sources:
A ccounting d ep artm en t copies of contract or line
orders, transfer mem oranda, subscribers’ and
agents’ account charge advices, authorities for
charges to subscribers under contracts, and other
records from w hich telephone subscribers’ ledgers
are b u ilt up or corrected.

3 years.

E X P E N D IT U R E S .

60. Vouchers:
(a) Register of audited vouchers and indexes thereto
and summaries of d istribution of charges
through vouchers for entry in general books.
(6 ) Paid drafts, paid checks, and receipts for cash
paid out. (See note u n d er item 20.)
(c) Paid and canceled vouchers, a u d it office copies
of vouchers, analysis sheets showing d etail dis
tribution of charges on in d iv id u al vouchers,
and other supporting papers.
(d) A uthorities for th e paym ent of specific v o u c h e rs..
(e) Records or in d ex of vouchers to be m ade w ith
notations of dates of issue.
CO Lists of unaudited bills (accounts payable), lists
of vouchers transm itted, and memoranda
regarding changes in unaudited vouchers.
61. D istribution of labor expenditures:
Journals, ledgers, or other records showing th e d e
tailed distribution of labor expenditures, in clu d 
ing m em oranda and m em orandum recapitulation
sheets. (See item 20.)
62. Labor records:
Tim e books, tim e sheets, tim e tickets, tim e cards,
work orders, overtim e tickets, job tickets, check
rolls, w orkm en’s reports, and other sim ilar papers
pertaining to services of officers and employees.
(See item 20.)
63. Pay roll records:
(a) Pay rolls and summaries. (See item 20)............
(b) A pplications and authorities for changes in pay
rolls; lists, summaries and reports of changes
in pay rolls and records of authorized positions.
(c) A pplications for pay roll changes not auth o rized .
(d) Records and m em oranda pertaining to deduc
tions from pay rolls.
(e) R eceipted pay checks, receipted tim e tickets,
certificates issued for wages, discharge tickets,
and other evidences of paym ents for services
rendered by employees.
(f ) Comparative or analytical statem ents of pay rolls.
(g) R eceipts for pay rolls and pay checks, also
records thereof.
64. D istribution of expenditures for m aterial and supplies:
(а) Journals, ledgers, and other records showing
th e detailed distribution of expenditures for
m aterial and supplies including mem oranda
and mem orandum recapitulation sheets.
(See item 20.)
(b) Work orders, job tickets, w orkm en’s reports,
m aterial disbursem ent tickets, and other
papers covering th e application of m aterial
and supplies, if transcribed in detail to records
covered in item (a) above. (See item 20.)

Perm anently.
6 years.
P erm anently.

3 years.
O ptional.
O p tio n al

6 years.

3 years.

6 years.
6 years.
Optional.
O ptional.
6 years.

3 years.
O ptional.
6 years.

3 years.
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65. Assignments, attachm ents, and garnishments:
(а) Record of assignments, attachm ents, and gar 3 years.
nishm ents of employees’ salaries.
(. ) Files containing assignments, attachm ents, gar 3 years.
nishm ents, notices of suits, notices of release,
and correspondence relating thereto.
(c) Minors’ salary releases............................................... Optional.
66. A uthorized expenses:
(а) Records, statem ents and advices of authorized P erm anently.
expenses by divisions, districts, departm ents,
offices, and otherwise, w hich form th e basis
of charges to accounts.
(b) R equests and authorities for expenditures for Optional.
incidental expenses, repairs, etc., not cov
ered by estim ates provided for in item 21,
and not used for m aking charges to accounts.
67. Claims:
(а) Claims registers, card or book indexes, and Perm anently.
other records in connection w ith th e record
ing of overcharge, damage, personal injury,
and other claims presented against carriers,
except as provided for in item 44.
(b) All papers substantiating claims, w hether such 6 years after settlement
or rejection.
papers are attached to vouchers or filed sep
arately (see item 60c), except as provided for
in item 44.
N ote.—It is not intended that documents comprising claims,
substantiating their validity, or accumulated in the progress
of investigation shall be retained permanently.

68. Records of accidents, damages, and injuries:
(a) Reports and statem ents regarding accidents,
w hen not necessary to support claims or
vouchers. (See item 123.)
(b) Records of damages to com pany property or
properly of others, also reports and state
m ents of employees and witnesses regarding
damages to company property or property of
others, w hen not necessary to support claims
or vouchers.
(c) Reports and statem ents regarding personal
injuries, w hen not necessary to support claims
or vouchers.

O ptional.
Optional.

Optional.

PU R C H A S E S AND S TO R ES.

70. M aterial ledgers:
(a) Records of m aterial and supplies on h a n d ........ .
(b) Balance sheets of m aterial and supplies received,
issued, and on hand a t branch supply de
partm ents.
71. Purchases and sales:
(а ) Copies of orders for th e purchase of m aterial
and supplies.
(b) Invoices for m aterial and supplies purchased,
and records or reports of such invoices.
(c) A uthorities for th e sale of scrap and m aterial
and supplies.
(d) Price records of purchases (file c o p ies)..............
(e) Advices from individuals and companies ac
knowledging receipt of orders for m aterial
and supplies, notices of shipm ent, packing
slips, and copies of bills of lading.

P erm anently.
3 years.

3 years.
P erm anently.
3 years.
P erm anently.
Optional.
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71. Purchases and sales—Continued.
(f ) B ids and offers for th e sale or purchase of m a
terial and supplies.
(g) Contracts for th e purchase or sale of m aterial
and supplies.
(h) Advices or requisitions from storekeepers and
others for th e purchase of m aterial and sup
plies.
(i) Lists or records of invoices transm itted to or
from storekeepers.
(j ) R eceipts or delivery tickets issued for m aterial
and supplies received in installm ents and
subsequently surrendered w ith and in sup
port of invoices or bills showing full infor
mation.
(k) F reig h t b ills covering charges on m aterial and
supplies.

3 years.
P erm anently.
3 years.
Optional.
Optional.

P erm anently.

N ote.—The furnishing of freight bills in support of claims on
transportation companies is not considered a destruction of
records, provided copies of such bills are retained in lieu
thereof.

(l) Copies of notices to supply houses of m aterial
and supplies returned for c re d it or repair.
(m) Copies of shipping instructions and acknowl
edgments thereof.
(n) Summaries and distribution sheets and cred it
mem oranda of m aterial and supplies sold or
returned to supply houses for credit.
(o) Records and reports used for checking and
tracing m aterial and supplies covered by
invoices provided for in item (6) above.
72. Material and supplies received and issued:
(a) Records and reports of m aterials and supplies
received.
(b) Records and reports of m aterials a n d supplies
issued.
(c) Records and reports of materials and supplies
transferred from one departm ent, storeroom,
or division to another.
(d) R equisitions and receipts for m aterials and sup
plies issued and receipts for m aterials and sup
plies returned, if sum m arized into records
covered by item s (a) and (b) above, except as
provided for in item 20.
(e) Price records of m aterials and supplies issued
(file copies).
(f ) Records and reports of m aterials recovered and
returned to stock, if transcribed in detail to
records covered in item (a) above.
(g) Records of inspecting an d testing m aterials and
supplies.
(h) Minor records and reports pertaining to ma
terials and supplies, not involving costs or dis
position, such as reports of unfilled requisi
tions, authorities for additions to stock, store
room records of requisitions, estim ates of future
requirem ents, articles required b y field forces,
records of m aterial disbursem ent and recovery
tickets used and on hand, and sim ilar records.
(i) Records and reports of m aterials and supplies
issued to individuals or gangs of employees to
be accounted for w hen th e m aterials and sup
plies are applied or retu rn ed to stock.

O ptional,
O ptional.
P erm anently.
O ptional.

P erm anently.
P erm anently.
3 years.
1 year.

P erm anently.
3 years.
3 years.
O ptional.

Optional after being ac
counted for.
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73. Inventories of m aterials and supplies:
(a) General inventories of m aterials and supplies on
hand, w ith record of adjustm ents between
accounts. (See item 20).
(b) Stock cards, inventory cards, and other detail
records pertaining to the taking of inventories,
if abstracted into records covered by (a) above.
(c) Minor inventories of m aterials and supplies on
hand, and reports and m em oranda relating
thereto, if not used for adjustm ents.
(d) Records, reports, statem ents, and summaries of
overstock items.

6 years.
1 year.
1 year.
Optional.

O PE R A T IO N S .

80. Contracts w ith subscribers and customers:
(а) Contracts and records thereof w ith subscribers,
employees, and others, for telephone service
and applications used in lieu of such contracts.
(b) Applications for telephone service for w hich
contracts have been executed.
(c) Contracts for private wires, tim e service, stock
and other m arket reports, and sim ilar m atters;
also applications and records pertaining to
such contracts.
(d) Diagrams pertaining to contracts covered by
item (c) above.
(e) Contracts w ith subscribers and others for adver
tising space in directories and other publica
tions issued by th e carrier.
(f ) Contracts betw een wireless companies and ship
owners for wireless equipm ent and wireless
service.
(g) A pplications for telephone service for w hich no
contracts have been executed.
(h) Contracts for lease of instrum ents, including
receipts for instrum ents furnished under the
term s of such contracts.
81. Records of subscribers:
Address lists and card records of subscribers b y ad
dresses, names, or telephone num bers, and sim ilar
lists and records of former subscribers.
82. Records of instrum ents:
Records and reports of instrum ents an d equipm ent
furnished to subscribers and patrons and of in stru 
m ents and equipm ent on vacant premises, not
used to build up or correct ledger accounts.
83. Telegrams and cablegrams:
(a) Original filed telegraph and cable messages trans
m itted a t public tariff rates, including d ay and
night messages, day and night letters, moneytransfer messages, stock an d commercial news
messages, deferred half-rate cablegrams, cable
letters, and week-end cable letters; also press
messages and G overnm ent messages. This
item also covers th e original transcript of mes
sages received over telephones for transm is
sion.

3 years after cancella
tion.
Optional.
3 years after cancella
tion.
O ptional.
1 year after
tion.

6 years after cancella
tion.
1 year.
3 years after cancella
tion.
Optional.

Optional.

1 year.

N ote.—The furnishing of original filed messages to the United
States Government in support of bills is not considered a
destruction of records.

(b) Tissue or carbon copies m ade a t destination
offices, of messages covered b y item (a) above.

cancella

1 year.
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83. Telegrams and cablegrams—Continued.
(c) Original filed messages tran sm itted for trans
portation companies in compliance w ith term s
of contracts; also tissue or carbon copies of
such messages m ade a t destination offices.

1 year.

N ote.—The furnishing of original filed messages to transporta
tion companies in support of settlements under contracts is
not considered a destruction of records.

(d) Service messages relating to commercial mes
sages, including tissue or carbon copies of such
messages m ade a t destination offices.
(e) Original filed messages transm itted free or a t
reduced rates for employees and others; also
tissue or carbon copies of such messages made
a t destination offices.
(f ) R elay messages, not including those m ade a t
junction offices for transfer to other companies.
(g) Message tape and sim ilar devices for transm itting
(h) Stubs of, or carbon copies of, messages received
over telephone.
84. Radiograms:
(а) Original filed wireless telegraph messages, trans
m itted at p ublic tariff rates; also tissue or
carbon copies of such messages m ade at coast
and ship destination stations.
(b) Service messages relating to commercial mes
sages; also tissue or carbon copies of such mes
sages m ade a t coast and ship destination sta
tions.
(c) Original filed messages transm itted for ship
owners in compliance with term s of contracts
(m asters’ service messages); also tissue or car
bon copies of such messages m ade a t coast and
ship destination stations.
(d) Original filed messages transm itted free or a t
reduced rates other than those covered by
item (c) above; also tissue or carbon copies of
such messages m ade a t coast and ship destina
tion stations.
85. Telephone local and toll tickets:
(a) Telephone toll tickets, and statem ents forming
basis of charges to subscribers and others.
(b) U ncom pleted tickets, lost call tickets, switching
tickets, messenger-service tickets, appoint
m ent tickets, and tickets for emergency calls,
official calls, and te st calls.
(c) Records of receipt of local and toll tickets, toll
statem ent stubs, toll tick et mem oranda, guide
cards, and reports and m em oranda relative to
investigations and correction of tickets.
(d) Statem ents and summaries of m easured service
tickets and register readings.
(e) Measured service tickets, local message tickets,
and register reading tickets or statem ents if
sum m arized in records covered by item (d)
above.
(f ) T ickets and statem ents for check error purposes.

Optional.
3 years.

Optional.
O ptional.
Optional.
15 months.

15 months.

15 m onths.

3 years.

Optional after charges
have been paid or con
sidered to be uncollec
tible.
Optional.

Optional.

1 year.
Optional.

Optional.
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86. Tariffs and other rate authorities:
(а) Tariffs, rate sheets, division sheets, and circulars
in which th e com pany is interested relative to
the transmission of messages and furnishing of
facilities, in th e general files of th e departm ent
in which th e com plete official file is m ain
tained.
(b) Tariffs, rate sheets, division sheets, and circulars
in other departm ents and a t exchanges, branch
offices, and agencies, if copies of th e same
issues of such tariffs, etc., are preserved in th e
general tariff files referred to in item (a) above.
(c) R equests and receipts from managers and others
for tariffs, rate sheets, division sheets, and cir
culars.
(d) Copies of concurrences filed w ith th e Interstate
Commerce Commission.
(c) Statem ents, summaries, and m em oranda per
taining to th e establishm ent of a basis for pro
rating joint toll revenue.
(f ) Correspondence and working papers in connec
tion w ith th e m aking of rates and compilation
of tariffs, rate sheets, division sheets, and cir
culars affecting th e transmission of messages
and furnishing of facilities.
87. Franks and message passes and reduced rate coupons:
(a) Copies of orders on printing houses for printed
forms of franks, etc.
(b) Records of blank forms of franks, etc., received,
distributed, and destroyed.
(c) Requests, and copies of requests, for franks, e tc.
(d) Records of franks, etc., issu ed ........................... .
(e) Records of franks received from other com panies.
(f ) Identification slips for franks, e tc .........................
(g) Used franks, message passes, and coupons, if
com plete record of issue is m aintained as pro
vided in item (d) above.
(h) U nexpired, su rren d e re d , or p artially used
franks, etc.
(i) Void, unused, and unissued franks, e tc ............
(j) Reports and records of franks, etc., collected or
honored, and of free messages handled.
(k) R eports of reduced-rate messages sent or received.
88. Telegraph, cable, and wireless identification cards:
(а) Records of identification cards issued...............
(b) R eturned and w ithdraw n identification c a rd s.,
(c) Unused and unissued identification card s___
89. Transportation com pany passes:
(а) Requests, and copies, for passes..........................
(b) Record of passes received from carriers............
(c) Record of pass identification forms issued___
(d) Record of use m ade of passes................. .............
90. Receiving and delivering telegrams and cablegrams:
(a) R eceivers’ record of messages filed ......... .
(b) Message delivery re c o rd s .....................................
(c) Messengers’ delivery sheets..................................
(d) O perators’ num ber sheets.............. .......................
91. Telegraph and cable office reports:
(a) M onthly balance sheets and supporting papers...
(b) Weekly and daily balance sheets when figures
are combined on m onthly or w eekly balance
sheets, respectively.

6 years after expiration
or cancellation.

May be destroyed a t op
tion of carrier after ex
piration or cancella
tion.
Optional.
6 years after cancella
tion.
6 years after cancella
tion or expiration of
basis.
6 years after cancellation
of tariff, etc.

6 years.
6 years.
6 years.
6 years.
6 years.
3 years.
6 months.
1 year after current year
1 year after current year.
3 years.
3 years.
3 years.
1 year.
1 year after current year.
3 years.
3 years.
3 years.
3 years.
1 year.
1 year.
1 year.
Optional.
6 years.
1 year.
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91. Telegraph and cable office reports—Continued.
(c) Weekly and daily balance sheets and supporting
papers, when figures are not combined on
monthly or weekly balance sheets, respec
tively.
(d) Daily, weekly, or monthly statements of re
ceipts and disbursements.
(e) Statements of ledger balances................................
(f ) Reports of guaranteed and uncollected messages.
(g) Reports of refunded messages.................................
92. Wireless station reports:
(a) Coast and ship station abstracts of commercial
messages accepted.
( b) Coast and ship station abstracts of commercial
messages delivered.
(c) Coast and ship station abstracts of free messages
accepted.
.................
(d) Coast and ship station abstracts of free messages
delivered.
(e) Coast station accounts current and supporting
papers.
(f ) Ship station cash accounts and supporting papers.
93. Messenger department records:
Records and reports pertaining to messenger service,
including records of location and use of call boxes,
except records covered by item 40.
94. Stock and commercial news records:
(а) Records and reports pertaining to stock and
other market reports, sporting news, election
returns, and similar items, other than records
covered by item 40.
(b) Bulletins, containing information relative to
election returns and sporting news.
95. Money transfer records:
Records and reports pertaining to the transfer of
money by telegraph, cable, or wireless, except
records covered by item 40.
96. Advertising and canvassing records:
(а) Prospect lists, notices, reports, memoranda, and
records pertaining to advertising and can
vassing for service.
(b) Records and reports pertaining to soliciting of
advertisements in directories and other publi
cations of the carrier.
(c) Records and reports pertaining to advertise
ments of the carrier in newspapers, magazines,
and other publications, including “ copies” of
such advertisements.
(d) Records and reports pertaining to studies of
methods of obtaining new business, recovery
of lost business and similar matters.
97. Service and efficiency records:
(a) Circuit assignments, log books, and reports of
circuits working, interrupted, etc.
(b) Trouble, inspection, and testing records and
reports.
(c) Performance records, such as records and reports
of traffic loads, lost and delayed calls, peg
counts, test calls, and service observation.
(d) Central office records of switchboard capacity,
such as panel and jack records, and lists and
records of available numbers.

6 years.

3 years.
3 years.
3 years.
6 years.
6 years.
6 years,
6 years.
6 years.
6 years.
6 years.
3 years,

3 years.

Optional.
3 years.

Optional.
Optional.
Optional.

Optional.

1 year.
1 year.
1 year.
Optional,
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97. Service and efficiency records—Continued.
(e) Chief operators’ records of switchboard markings.
(f ) Reports of stations ready for service......................
(g ) Records and reports of complaints of service not
involving claims for damages or refunds of
charges. (See item 676.)
(h) Records and reports pertaining to studies in con
nection with operations, such as battery loads,
trunking requirements, spare facilities, peg
counts, and similar records which do not affect
the accounts of the company.
98. Records of telegraph, cable, and wireless messages
handled:
(a) Monthly or periodical reports of number of
messages handled.
(b) Reports of u nit cost of handling messages..........
(c) Message delay reports............................................
99. Inspection records:
Reports and records of condition of pay station
signs and booths, central office quarters, build
ings, elevators, meters, machinery, etc., except
as provided for in items 18 and 97.
100. Detective and police service:
Reports and records in connection with policing
the company's property, detective service, stolen
property, investigations of robberies, and a t
tempts to defraud the company.
101. Miscellaneous records of telephone exchanges and
branch offices:
All records at telephone exchanges and branch offi
ces not elsewhere provided for herein.
102. Miscellaneous records of local telegraph and cable
offices:
All records at local telegraph and cable offices not
elsewhere provided for herein.
103. Miscellaneous records of wireless stations:
All records of wireless stations (ship and coast) not
elsewhere provided for herein.

Optional.
Optional.
1 year.
Optional.

6 years.
3 years.
1 year.
Optional.

Optional.

6 years.

6 years.
6 years.

STATISTICS.

110. Reports to Interstate Commerce Commission and
other governmental authorities:
(а) Annual financial, operating, and statistical
reports, file copies of, and supporting papers.
(b) Monthly reports of operating revenues and
expenses, file copies of, and supporting pa
pers.
(c) Monthly or periodical reports regarding acci
dents, file copies of, and supporting papers.
(d) Monthly or periodical reports regarding em
ployees and salaries, file copies of, and sup
porting papers.
(e) Reports regarding expenditures of proceeds
from sale of authorized securities, file copies
of, and supporting papers.
(f ) Other reports, file copies of, and supporting
papers.
(g ) Reports of property units added and retired,
completion of property changes and state
ments of charges and credits to the invest
ment account, file copies of, and supporting
papers.

Permanently.
1 year after current year.
3 years.
3 years.
Permanently.
6 years.
Perm anently.
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111. Reports to stockholders:
(а) A nnual reports or statem ents to stockholders,
file copies of, an d supporting papers.
(b) W ritten requests for copies of, and acknowl
edgments of receipt of, reports to stockhold
ers.
112. M onthly, annual, or other periodical financial reports
or statem ents, com parative or otherwise, and sup
porting papers.

P erm anently.
O ptional.
6 years.

N ote.—The supporting papers referred to in items 110, 111, and
112, are the separate detailed reports and statements, not else
where provided for herein, which are essential to a verification
and analysis of the reports, etc., referred to in those items.

113. Working papers (i. e., prelim inary drafts, memo
randa, etc.) prepared in connection w ith th e com
pilation of reports and statem ents covered by item s
110, 111, and 112, b u t w hich are n o t necessary to
directly support such reports and statem ents. (See
note following ite m 112.)
114. Miscellaneous statistical reports, statem ents, and
summaries (not otherwise provided for herein)
used by officials and departm ent heads for ad
m inistrative purposes only and n o t entering th e
accounts of th e company.
115. T abulating cards:
T abulating cards used in th e com pilation of statis
tics and other data w hen th e results are trans
scribed to other records covered by these regula
tions.

Optional.

O ptional.

1 year.

M ISC E LLA N EO U S.

120. Telephone directories:
(a) F ile copies of telephone directories of th e com
p an y ’s issue, in th e general file of th e com
pany.
(b) Surplus and other copies of telephone d i
rectories, if copies of th e same issues are
preserved in th e general file referred to in
item (a) above.
(c) Summaries, data, and miscellaneous records
inciden t to th e preparation and issuance of
directories.
Instructions
to employees an d others:
121.
(a) Books and circulars of instruction to employees
and others, in th e general file of th e depart
m en t in w hich th e com plete official file is
m aintained, except as provided for in item
124.
(b) Circulars and notices of instructions to em
ployees on m atters of discipline, deportm ent,
and sim ilar subjects.
122. Records of auxiliary and other operations:
Records sum marizing th e results of operations other
th an telephone, telegraph, cable, and wire
less operations.
N ote.—Ledgers, journals, abstracts, reports, vouchers, etc.,
shall be retained for the same periods as are provided for
similar documents elsewhere in these regulations.

3 years.
O ptional.

Optional.

6 years after expiration
or cancellation.

O ptional.

6 years.
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123. Benefit, hospital, and insurance departm ents:
Records of employees’ benefit, hospital, and in 
surance departm ents, other th a n records support
ing the receipt and disbursem ent of funds and
records provided for in item 68.

1 year.

N ote.—The records supporting the receipt and disbursement
of funds shall be retained for the same periods as are pro
vided for similar records elsewhere in these regulations.

124. D ata on destruction of records:
(a) W ritten authorities, cancellation of authorities,
certificates of destruction; reports of destruc
tion, records of appointm ent of executive
officers and comm ittees having supervision of
th e destruction of records, bulletins, circulars,
instructions and lists or schedules of forms
and records pertaining to th e destruction of
th e carrier’s records, in th e general file of th e
departm ent in w hich th e com plete official
file is m aintained.
( b) Records and m em oranda relating to the prepa
ration and issuance of bulletins, circulars,
etc., covered b y item (a) above; also m inor
records and m em oranda pertaining to the
compliance w ith th e requirem ents of such
bulletins and circulars.
125. Records of employees:
(а) E m ployees’ service records and rosters, showing
positions filled, attendance, length of service,
and other relative data.
(b) A pplications for em ploym ent, schedules of
working hours, efficiency records, photo
graphs and other identification records, and
all other miscellaneous records pertaining to
employees.
126. O ther miscellaneous records:
(a) Records, reports, and statem ents pertaining to
construction or m aintenance work performed
by the carrier for others.
(b) Records and reports pertaining to motor and
other vehicles and th eir equipm ent, such as
tires, oil, gasoline, and batteries, w hen such
records and reports are n o t used in determ in
ing charges or credits to th e accounts of th e
company.
(c) R eceipts for records and papers tem porarily
rem oved from file, w hen records and papers
have been returned.
(d) R eceipts and records pertaining to delivery of
articles to employ
such as badges, keys,
and m aterial receipt books.

P erm anently.

O ptional.

1 year.
Optional.

For th e periods pre
scribed for sim ilar
records pertaining to
operating expenses.
O ptional.

Optional.
Optional.
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126. O ther miscellaneous records—C ontinued.
(e) R eceipts for registered mail, express packages,
etc.
(f ) Passes to buildings or property of the company,
surrendered upon or after use.
(g) Records of building space occupied......................
(h) L unch tickets redeem ed, after sum m ary into
accounting classification.
(i) Records of lu n ch tickets on h an d and receipts
for tickets issued.
(j) Unissued lu n ch tic k e ts............................................
(k) Records of mileage and other transportation
used.
(l) A dding m achine lists and m em oranda of com
pilations by m echanical devices if n o t used
as summaries to support entries to th e ac
counts.
(m) Organization diagrams, charts, records, and
m ailing lists.
(n) Records of forms used by th e com pany..............
(o) Records and reports of fire drills.............____
(p) Records of postage stam ps received in paym ent
of subscribers’ bills and records of stamps p u r
chased, w hen not necessary to support
vouchers.
(q) T ransm ittal lists or forms used for indicating
papers and records forwarded from one d e
artm en t to another, provided such lists or
fo rms do no t contain data affecting th e ac
counts of the company.
127. D uplicate accounts, records, and memoranda:
D uplicate copies of accounts, records, and memo
randa listed in these regulations, if all informa
tion on such duplicates is contained on th e
originals or other copies retained, and if such
duplicates are not specifically provided for
in these regulations. (See par. 19, p. 12.)
128. Correspondence:
(a) Correspondence and records thereof relating to
subjects listed in item s 1 to 127, inclusive.

Optional.
Optional.
Optional.
Optional.
Optional.
Optional.
Optional.
O ptional.

Optional.
Optional.
Optional.
Optional.

O ptional.

p

(b) Stenographers’ notebook and phonograph and
other m echanical device records.
(c) E x tra copies of letters, etc., used for tracing or
following up correspondence, or for other p u r
poses, if original or other copies are retained
as provided for in item (a) above.
(d) Operators’ copies of telegrams, including relay
copies, if th e original or other copies of such
messages are retained, as provided for in (a)
above.

O ptional.

For th e period pre
scribed for th e item
to w hich it relates.
Optional.
Optional.

Optional.

APPENDIX.

The following forms are suggested for the use of telephone, tele
graph, and cable companies (including wireless companies), but any
other forms may be used, provided they show the information re
quired by the regulations.
(A) Form of resolution of Board of Directors designating an officer to have general
supervision over the destruction of accounts, records, and memoranda. (See par. 2, a,
of the regulations.)
E xcerpt from m inutes of th e m eeting of th e Board of Directors o f ............................ ..
Company, held a t its office i n .............. ............................................................. ................. on
................................................ , 1 9 - - - :

“ Resolved, T h a t.................... ................................... ................................................................. .
(Title of officer or name and title.)

be, and he is hereby, designated as th e executive officer of this company to have
general supervision over th e destruction of accounts, records, and m em oranda in
accordance w ith th e Regulations to Govern th e D estruction of Records of Telephone,
Telegraph, and Cable Companies (including wireless companies), effective on Jan u ary
1, 1920, issued b y th e In terstate Commerce Commission.”
I hereby certify th a t the above is a tru e and correct copy.
(Name.)

(Title.)

,1 9 .
31
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(B) Form of resolution of Board of Directors designating an officer to have super
vision over the destruction of certain accounts, records, and memoranda. (See par.
2 , b, of the regulations.)
Excerpt from minutes of the meeting of the Board of Directors of t h e ................... .
Company, held at its office i n ........................................ o n ................... . 19..
“ Resolved, T h a t.................................................................................................................. .
(Title of officer or name and title.)

be, and he hereby is, designated as the officer having supervision over the destruction
of the accounts, records, and memoranda named below, the destruction of which is
permitted by the Regulations to Govern the Destruction of Records of Telephone,
Telegraph, and Cable Companies (including wireless companies), effective on Janu
ary 1, 1920, issued by the Interstate Commerce Commission.”
Form No.

Description.

Item No. in I. C. C.
Regulations.

Period.

I hereby certify that the above is a true and correct copy.
(Name.)
(Title.)

..................... ,1 9 ........
(C) Form of resolution of Board of Directors naming a cremation committee for
the destruction of canceled bonds, interest coupons, etc. (See par. 6 of the regula
tions.)
Excerpt from minutes of the meeting of the Board of Directors of th e .....................
.............................Company, held at its office in ..............................................................
o n .........................,1 9 ..:
“ Resolved , That pursuant to the Regulations to Govern the Destruction of Records
of Telephone, Telegraph, and Cable Companies, (including wireless companies),
effective on January 1, 1920, issued by the Interstate Commerce Commission, the
board designates........................................................................................................................
(Titles of such persons, or names and titles.)

to be a cremation committee to act in conjunction with the representatives of the
trustees in the destruction of...................................................................... ... ..................."
(List o f and description o f documents to be destroyed.)

I hereby certify that the above is a true and correct copy.
(Name.)
(Title )
, 19..

APPENDIX.
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(D) Form of written authority for the destruction of certain accounts, records and
memoranda. (See par. 8, a, of the regulations.)
T h e .................................... Company,
Office of....................................
...................................... ,1 9 ...
In conformity with the authority conferred upon me by the Board of Directors, I
hereby authorize and direct.................... ....................................................... ................... ..
(Name and title or occupation.)

..................... ....... ..........................to destroy the accounts, records, and memoranda of
this company listed below:
Fo rm No.

Description.

Item No. in I. C. C.
Regulations.

Period.

(Name.)
(Title.)

(E) Form of written authority of continuing effect for the destruction of accounts,
records, and memoranda. (See par. 8, b, of the regulations.)
T h e .................................... Company,
Office o f .................................. ,

.........................., 19-In conformity with the authority conferred upon me by the Board of Directors, I
h e re b y a u t h o r i z e a n d d i r e c t .................................................................................................................................

(Name and title or occupation.)

to destroy from tim e to time the accounts, records, and memoranda of this company
in his custody, the destruction of which is permitted by the Regulations to Govern
the Destruction of Records of Telephone, Telegraph, and Cable Companies (includ
in g wireless companies), effective on January 1, 1920, issued by the Interstate Com
merce Commission.
(Name.)
(Title.)
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(E) F orm of certificate of destruction.

(See par. 11, a, of the regulations.)

T h e .................................... Company,
Office o f .................................... ,
.................................... , 1 9 . . .

D ear S ir : I hereby certify that I have this day destroyed the accounts, records,
and memoranda listed below, pursuant to your authority dated ........................ , 19----I further certify that no accounts, records, or memoranda other than those named have
been destroyed therewith.
Form No.

Description.

Item No. in I. C. C.
Regulations.

Period.

Yours truly,
(Name.)
(Title or occupation.)

(G) Form of cumulative certificate of destruction.
lations.)

(See par. 11, b, of the regu

T h e ..................... .

Company,

Office of .................................... ,
.................................... , 1 9 . . . .

D ear Sir : I hereby certify that I have destroyed the accounts, records, and mem
oranda listed below, pursuant to your authority dated .................... 1 9 .... I
further certify that no accounts, records, or memoranda other than those named
have been destroyed therewith.
Form No.

Description.

Period.

Item No. in I. C. C.
Regulations.

Date of
Destruction.

Yours truly,
(Name.)
(Title or occupation.)

INDEX TO RECORDS.
Abandoned projects, 22b.
Accidents, 68, 110c.
Accountants, traveling, reports, 23.
Accounts; general, 1, 3, 4, 9; local office, 1e, f , 4c,
42, 92e; ship, 92f .
Accruals memoranda, 9c.
Adding machine records, 126l .
Addresses of subscribers, 81.
Adjustments; with agents, 43, 49; of patrons' ac
counts, 44, 49; of inventories, 73a.
Advertising; p atro n s' contracts, 80e; for promoting
business, 96a, c; solicitation, 96b.
Agencies; ledgers, 1e, f ; cash books, 4c; audits of, 23
funds 30 d ,f, 33,42; remittances, 32c, 42; revenues,
40b, 41a, 46b,91; adjustments, 43; settlements, 45;
disbursements, 46b, 91; allowances, 49; charge ad
vices, 50; tariff flies, 86b; miscellaneous, 101, 102,
103.
Agreements. (See Contracts.)
Allotment requests, 5e, 6d.
Allowances for irregularities, 49.
Applications. (See Requests.)
Appointment tickets, 856.
Assignments of pay, 65.
Attachments of pay, 65.
Auditors; general auditors' cash boots, 4a; travel
ing auditors’ reports, 23a; miscellaneous audits,
236; division auditors’ reports, 24.
Authorities; for security issues, 7; for accounts re
ceivable bills, 10c; for expenditures, 21, 666; for
deposit transfers, 306; for writing off accounts,
48; for service rates, 50, 86; for specific vouchers,
60d; for p ay roll changes, 63b; for material sales,
71c; for material received, 72h; for record de
struction, 124a.
Automobiles. (See Vehicles.)
Auxiliary operations, 122.
Badges for employees, 126d.
Balance sheets; of general offices, 16, c, f ; of local
offices, 1f , 91a, b, c; of storekeepers, 70b.
Bank deposits, 30, 31, 42.
Benefit department, 123.
Bids and offers on materials, 71f .
Bills; bills of sale, 5d, 6c; interdepartmental, 9a;
bills collectible, 10, 41a, 6; bills payable, 60f; bills
of lading, 71e.
Bonds; mortgage bonds, 6, 7 , 16; fidelity bonds, 17.
Branch offices; collections, 41a; tariff files, 86b; mis
cellaneous, 101.
Buildings; inspection, 99; passes, 126f ; space occu
pied, 126g.
Cable service; local office accounts, 1e, 4c, 91; mes
sage records, 83,90,95,98; miscellaneous, 102.
Call boxes, 93.
Canvassing for business, 96.
Capital stock, 5, 7,16.

Carbon copies of messages, 83, 84.
Cash accounts, 4, 30c, 34, 35, 92f.
Cashiers’ balances in field, 34.
Certificates; stock, 56, f , 16; receivers', 16; tempo
rary, 16; of wages, 63e; of record destruction, 124a.
Charge advices, 50,66a.
Checking; of employees’ time, 20e, 62; of messages,
47,85f ; of materials, 71o.
Cheeks; issued, 31d, g; stopped, 31g; outstanding,
32b; paid, 606, 63e; receipts for, 63g.
Circuit service, 97a.
Claims; for insurance, 18a; against carrier, 67.
Coast station records, 84,92,103.
Codes, 12 .
Coin boxes, 41e.
Collections, 41.
Commercial news service, 83a, b, 94.
Company messages, 83d, 84b, 85b.
Complaints of service, 97g.
Completion reports, 21a, 110g.
Concurrences in rates, 86d.
Construction; contracts, 20c; authorities, 21a; esti
mates, 21a, b, c, e; expenditures, 21d; work rec
ord, 21f; work for others, 126a.
Contracts; unspecified, 14a, c, d; w ith employees,
146, d; for insurance, 186; on property, 20c; for
service, 50,80; on materials, 71g.
Correction of telephone tickets, 85c.
Correspondence; on fire damages, 18e; on bank
checks, 31g; on employees’ pay, 65b; on rates, 86f;
in general, 128a, c.
Coupons; bond interest, 6e,f , 16; reduced rates, 87.
Credit of patrons, 41f .
Customers; ledgers, 1e, f; credit, 41f , g; adjustments,
44; service contracts, 80.
Damages; from fire, 18e,f , g; in operations, 67, 68.
Deeds of title, 13.
Delays in service, 97c, 98c.
Delivery; of materials, 71f; of messages, 90b, c.
Department records; bills, 9a; authorized expenses,
66a; material records, 706, 72c; rate files, 866; sta
tistics, 114.
Deposits in banks, 30,31, 42.
Depreciation of property, 20b.
Destruction of records, 124.
Detective service, 100.
Diagrams, 80d, 126m.
Directories; advertising, 80e, 96b; files and stock,
120a, b; compilation data, 120c.
Directors’ minutes, 11.
Disbursements; for construction, 20d, e, 21; distri
bution, 20d, 61, 64; of material, 20c, 64b, 72h; by
depositaries, 31a; by treasurer, 32; adjustments,
43; vouchers, 60; pay rolls, 63; specially authorized,
66; by local offices, 91d; for employees’ benefit,
123note.
Discharge tickets, 63e.
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District authorized expenses, 66a.
Division sheets for rates, 86a, 6, f .
Divisional records; auditors’ reports, 24; authorized
expenses, 66a; material transfers, 72c.
Drafts; outstanding, 32b; paid, 60b.
Duplicate records, 127.
Efficiency; of service, 97; of employees, 1256.
Election returns, 94.
Elevator inspection, 99.
Emergency calls, 856.
Employees; securities contracts, 14b, d; fidelity
bonds, 17; work reports, 20e, 62, 64b; meals fur
nished, 41d; pay distraint, 65; messages, 83e;
instructions, 121; provident funds, 123; service
records, 125; badges, keys, receipt books, 126d.
Engineering, 22.
Errors; on bills, 44; in messages, 47, 85f .
Estimates; for expenditures, 21; for engineering, 22;
for working funds, 30e; for materials, 72h.
Exchanges; cash books, 4c; tariff files, 86b; miscel
laneous, 101.
Executive committee minutes, 11.
Expenditures, 60-68, 110e.
Express package receipts, 126e.
Fidelity bonds, 17.
Field work; cashiers' funds, 34; supplies, 72ft.
Financial records, 1-24.
Fire protection; insurance and losses, 18; fire drills,
126o.
Fixed capital, 20.
Forms used, 126n.
Franchise papers, 13.
Franks for messages, 87.
Free messages, 83e, 87.
Freight bills, 71k.
Funded debt, 6, 7 , 16.
Funds current, 30-35.
Garnishments of pay, 65.
General records, 1-24.
Government messages, 83a.
Guide cards, 85c.
Hospital department, 123.
Identification; for messages, 87f , 88; for transporta
tion, 89c; of employees, 1256.
Indexes; of ledgers, la; of bills, 10d; of vouchers,
60a, e; of claims, 67a.
Injuries to persons, 67a, 68.
Inspection; for insurance, 18d; of materials, 72g; of
service, 97b; of property, 99.
Instructions for employees, 121.
Instruments, 80h, 82.
Insurance; of property, 18; for employees, 123.
Interdepartmental business, 9a, 126q.
Interest; on bonds, 6e, f , 16; on bank balances, 31c.
Interruption of service, 49.
Inventories; of property, 20a, f ; of materials, 73.
Invoices of materials, 71b, i.
Job tickets, 62,64b.
Journals; general, 3, 9; for labor, 61; for materials,
64a; for auxiliary operations, 122nofe.
Keys for employees, 126d.
Labor used, 20e, 61, 62.
Lawsuits to collect employees’ pay, 65.

Leases, 14,80h.
Ledgers; general, 1a; subscribers and pay station,
1d, 50; local office, 1e; of securities, 5a, 6a; of checks,
31d; of labor, 61; of materials, 64a, 70; for auxiliary
operations, 122note.
Letters. (See Correspondence.)
Liability insurance, 186.
Line orders, 50.
Local offices; ledgers, 1e, f; cash books, 4c; business,
42, 46b, 91; miscellaneous, 102.
Loose sheet cash accounts, 4note.
Lost calls, 856, 97c.
Lunches, 41d, 126h, i,j.
Mail registry receipts, 126e.
Managers; funds, 30d, 33; deposits, 30f; remittances,
32c; revenues, 406; adjustments, 43; settlements,
45; rate authorities, 86c.
Maps for engineering, 22.
Market report service, 80c, 94a.
Masters’ service messages, 84c.
Materials; applied, 20e, 64; ledgers, 70; purchases
and sales, 71; receipts and issues, 72; inventories,
73.

Meals for employees, 41d, 126h, i,j.
Measured service, 85d, e.
Messages; on fire loss, 18c; revenue, 40c; checks and
errors, 47, 85f ; originals and copies, 83, 84, 128d;
message tape, 83g; telephone tickets, 85; free and
reduced rate, 87, 92c, d; receipts and deliveries,
90; guaranteed and uncollected, 91f; refunded,
91g; wireless service, 92; statistics, 98.
Messenger service, 856, 93.
Meter inspection, 99.
Mileage for transportation, 126k.
Minors' salary releases, 65c.
Minutes of corporate meetings, 11.
Money-transfer service, 12b, 83a, b, 95.
Municipal permits, 15d.
News service, 83a, b, 94.
Notes retired, 16.
Official calls, 856.
Operations records, 80-103.
Operators; number sheets, 90d; message copies,
128d.
Orders; for materials, 71a; for franks, 87a.
Organization data, 126m.
Overcharges, 44, 67a.
Overstock in materials, 73d.
Overtime tickets, 62.
Packing slips for materials, 71e.
Passes; message passes, 87; on transportation lines,
89; to buildings, 126f.
Patrons. (See Subscribers.)
Pay of employees; pay rolls, 61, 62, 63; assignments
and releases, 65; attachments and garnishments,
65.
Pay stations, 1d, 99.
Peg counts, 97c, ft.
Performance records, 97c.
Perm its given and obtained, 15.
Petitions to municipalities, 15d.
Phonograph dictation, 1286.
Photographs of employees, 125b.
Plans for engineering, 22.
Plant and equipment, 20.
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Pole placement permits, 15d.
Police service, 100.
Postage stamps, 126p.
Premiums for insurance, 18a.
Prepaid expense memoranda, 9c.
Press messages, 83a, 6.
Price records of materials, 71d, 72c.
Private-wire contracts, 80c.
Profiles for engineering, 22.
Prorate of revenues, 86e.
Proxies of security holders, 8a.
Purchase of materials, 71.
Radiograms, 84.
Rate authorities, 86.
Ratings of credit, 41f .
Receipts; for working funds, 30d; for cash expended,
605; for employees' pay, 63e, for pay rolls and
pay checks, 63j; for materials, 71j, 72d; for leased
instruments, 80h; for rate authorities, 86c; for
filed papers, 126c for employees’ supplies, 126d;
fo r mail and express matter, 126e; for lunch
tickets, 126i.
Receivers’ certificates retired, 16.
Reconcilement of bank balances, 315.
Register readings for measured service, 85d, e.
Regulating bodies; authority for security issues, 7;
concurrences in rates, 86d; reports by carrier, 110.
Relay messages, 83f, 128d.
Release of pay, 655, c.
Remittances of cash, 32c, 42.
Repairs; authorizations, 665; of purchased stores,
71l; for outsiders, 126a.
Replacement of property, 205.
Reports; to tax bodies, 19; to regulating bodies,
21a, 110, 124; to stockholders, 111; financial, 112.
Requests; for securities allotments, 5c, 6d; for use
of facilities, 15; for use of public ways, 15d; for
pay-roll changes, 63b, c; for disbursement authori
ties, 66b; for telephone service, 80a, b, g; for rate
authorities, 86c; for franks, 87c; for transportation
passes, 89a; for employment, 125b.
Requisitions; for working funds, 30d; for materials,
71h,72d,h.

Retirement; of securities, 16; of property, 205.
Revenues, 10, 24, 40-50.
Robbery investigations, 100.
Sales; of securities, 5d, 6c; of property, 20c; of ma
terials, 71.
Scrap sales authorities, 71c.
Seals of coin boxes, 41c.
Securities; owned, 2, 35; issued, 5, 6, 7; retired, 5f,
6f , 16; purchase contracts, 14b.
Service messages, 83d, 845.
Service records of employees, 97.
Settlements with other carriers, 45, 46.
Ship wireless service; contracts, 80f ; messages, 84,
92; accounts, 92f ; miscellaneous, 103.
Shipment of materials, 71e, k, m.
Shipowners’ messages, 84c.
Soliciting of advertisements, 95.
Specifications for engineering, 22.
Sporting news service, 94.
Statistics records, 110-115.
Stenographers’ dictation notes, 1285.
Stock cards for materials, 735.
Stock-market service, 80c, 83a, b, 94a.
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Stockholders; meetings, 8, 11; proxies, 8a; reports
to, 111.
Stoppage of service, 49.
Stores; ledgers, 70; purchases and sales, 71; re
ceipts and issues, 72; inventories, 73.
Street-opening permits, 15d .
Stubs; of securities, 55, 65; of checks, 31d; of bills,
41b, c; of messages, 83h; of toll statements, 85c.
Studies; for engineering, 22; for promoting busi
ness, 96d; of traffic conditions, 97h.
Subscribers; ledgers, 1d, f; credits, 41f, g; adjust
ments, 44; allowances, 49; ledger sources, 50;
service contracts, 80; personal data, 81; instru
ments, 82.
Subscription to securities, 5e, 6d.
Supplies. (See Materials.)
Switchboard operations, 97d, e.
Switching tickets, 85b.
Tabulating cards, 115.
Tape of messages, 83g.
Tariffs of rates, 86.
Tax returns and appeals, 19.
Telegrams. (See Messages.)
Telegraph offices. (See Local offices.)
Testing; of materials, 72g; of telephone service, 85b,
97b, c
Tickets; for employees’ time, 20e, 62, 63c; for ma
terials applied and recovered, 20e, 645 72h; for
message service, 40c, 85; for bill collections, 41b;
for job record, 62, 64b for material deliveries, 71j;
for messenger service, 855; for lunch service, 126h,
i, j.
Time records of labor, 20e, 62, 63e.
Time-service contracts, 80c.
Title papers, 13.
Toll service, 40e, 85, 86e.
Tracing; of materials, 71o; of correspondence, 128c.
Transfers; of securities, 5c, d, 6c; of funds, 31a; of
service, 50; of materials, 72c.
Transportation companies; settlements 46; mes
sages, 83c; passes, 89.
Traveling accountants’ reports, 23.
Treasurer’s records, 4a, 30-35.
Treasury securities, 2, 35.
Trial balance sheets, 1c, f.
Trouble records, 975.
Uncollectible revenue, 48, 91f.
Undercharges, 44.
U nit costs, 22a, 98b.
Unsettled accounts, 10c.
Vehicles; insurance, 18b; miscellaneous, 126b.
Voting list of security holders, 8.
Vouchers; outstanding, 326, d, 60f, audited, 60a,
paid, 60c; authorities, 60d; memoranda, 60c; of
auxiliary operations, 122 note.
Wages. (See Pay of employees.)
Watchmen’s reports, 18g.
Wireless service; local office accounts, 1e, 4c; con
tracts, 80f ; messages, 18c, 84,95; message records,
95, 98; station records, 92,103
Witnesses’ statements, 68b.
Work orders, 20e, 21j , 62, 64b.
Working funds, 30c, c, 33, 34.
Workmen’s reports, 20e, 62,64b.

